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EDITION

Important Note to Users
1.

This handbook has been revised to reflect the sweeping changes
that have taken place in laws affecting state and local campaigns. It
may be assumed that campaign finance reform will continue as the
Federal Election Campaign Act of 1971, as amended, influences
state and local campaign finance laws.

2.

In every campaign, at whatever level of government, all pertinent
statutory and regulatory requirements governing collection,
accounting, and disbursement of campaign contributions should be
carefully studied and observed.

3.

This handbook is intended for use in campaigns for state and local
office. It does not attempt to deal with campaigns involving
referendums or special issues, nor is it intended to be used in
campaigns for federal elected office. Another AICPA publication,
Compliance With Federal Election Campaign Requirements,
obtainable from the AICPA order department, is a guide for those
involved in campaigns for federal office.

4.

Finally, those charged with campaign finance responsibility should
be alert for changes in current statutes and regulations. Individuals
having such responsibilities should seek competent professional
advice or guidance from the appropriate state or local election
authority.
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Preface

This handbook is based on material provided by state societies of certified
public accountants, members of the profession, and the state legislation
committee of the American Institute of Certified Public Accountants. For all the
suggestions and contributions made, the AICPA thanks each individual and
wishes to acknowledge the work of those members of the CPA profession who
continue to give of their time and expertise in the interest of responsible
governmental and political involvement.
As Americans we recognize that our system of government is firmly based on the
individual’s right to participate in the political process and to exercise individual
freedom of choice. Participatory politics continues to attract dedicated individuals
who collectively provide our political system with the continuity, knowledge, and
spirit so necessary for its existence.
Our election process has undergone substantial change over the years, as is
most recently witnessed by reforms in political campaigning. It is in this area that
many feel our citizenry make their greatest contributions toward maintaining our
political system’s viability. Most present-day campaigns, even those on the local
level, are well-orchestrated interactions of the various forces and processes that
lead to the election of candidates to public office.
One of the most important elements of today’s political campaigns is money. As
candidates find themselves spending undue time on the financial aspects of their
campaigns, they tend to rely heavily on the advice and expertise of individuals
who have a working knowledge of finance and accounting. The role of the
campaign treasurer is thus becoming more significant. It is an important role, and
it is recognized as such by those who seek to effect meaningful campaign reform.
It is in the furtherance of the spirit of such efforts that the Campaign Treasurer’s
Handbook is presented.
AICPA STATE LEGISLATION COMMITTEE
New York, 1981
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Introduction

The election campaign is the keystone of American representative government. It
is the single periodic occurrence during which citizens have an opportunity to
learn about candidates, programs, and philosophies of government. Despite its
imperfections, the American election process represents man’s best effort so far in
fostering the democratic spirit and preserving the American system of government.
This handbook should serve to encourage the development of sound campaign
accounting systems; it is structured primarily for use in state, county, and local
campaigns. The handbook does not consider specific provisions of state election
campaign laws. Instructions on how to obtain such information are provided in
Appendixes 1 and 3.
The campaign process has undergone significant changes in recent years
through reforms imposed at the federal and state levels. In essence, the goal of
these reforms is to establish a greater degree of accountability in the area of
political campaign contributions, spending, and reporting. Until the current reform
movement gains wider acceptance and uniformity is achieved, elections will
continue to be conducted under laws and traditions that vary widely from state to
state. Users of this handbook are reminded to study their state campaign finance
laws and to consult with legal counsel and the appropriate election authorities
before undertaking the assignment of campaign treasurer.
As state campaign finance laws become more widespread and comprehensive,
campaign treasurers will be required to assume increased responsibilities. Most
campaign finance laws already regulate contributions by corporations, unions, and
individuals and impose limits on the amount of money that may legally be
expended by candidates and their campaign organizations. Required contribution
and expenditure reports are becoming commonplace. Federal and state tax
reporting requirements governing candidates and their campaign organizations are
to be overlooked only at the peril of civil and criminal penalties. Accordingly, the
campaign treasurer must be familiar not only with current requirements governing
campaign finance but also must keep abreast of the changes and refinements to
campaign and tax laws as they occur.
The authors hope that the Campaign Treasurer’s Handbook will help the
campaign treasurer perform the accounting and reporting tasks more efficiently
and thereby free the candidate for other important phases of the campaign.
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The Role of the
Campaign Treasurer

Each year thousands of political campaigns are conducted throughout the United
States. Most are conducted by campaign committees that consist of advisors,
staff, and volunteer workers who take on specific tasks—all aimed at enhancing
the candidate’s chances of winning the election.
It is becoming increasingly common to find campaign structures that include line
responsibility for campaign accounting activities. Individuals charged with such
responsibility usually assume the title of campaign treasurer. While some
treasurers perform additional functions such as fund-raising, or voter analysis
activities, their main function usually relates to accounting, reporting, and financial
management.
The basic duty of a campaign treasurer—that of accounting for all contributions
to and expenditures from the campaign fund and the reporting of the same— has
not changed. However, the continuing controversy over political campaign
contributions and resultant compliance requirements brought about by campaign
reforms have imposed new responsibilities on those charged with managing
campaign finances. Today’s campaign efforts are more expensive and involve
expenditures of funds for advertising, equipment, office rental, payrolls,
transportation, and so forth. Hence, as the monetary needs have grown, cash-flow
activity has increased. Collectively, these factors have broadened the campaign
treasurer’s job and call for reliance on an effective accounting system.
It is important that the campaign treasurer have an understanding of the
importance of setting up an effective accounting system before the start of the
campaign; for, as campaign contributions flow in and disbursements are made, it
becomes increasingly difficult to implement a system. The importance of this
becomes evident when one considers the typical duties of the campaign treasurer,
which include the following:
• Preparing a campaign budget in coordination with the candidate and other
members of the campaign organization.
• Setting up an accounting system tailored to the scope of the campaign effort
that will also meet requirements for government reports before, during, and
after the campaign.
• Administering accounting activities and establishing a system to control the
receipt, deposit, and disbursement of campaign funds, including the
appropriate collection and recording of receipts, depositing of campaign
funds, authorization for the disbursement of funds, co-signing of checks,
maintenance of records pertinent to the accounting system, and
determination that campaign funds are used efficiently.
• Verifying all campaign records, determining the campaign reporting and tax
requirements that must be met, and preparing returns.
2

A campaign treasurer is subject to legal responsibilities imposed by campaign
and tax laws. Violations of those laws carry substantial penalties. Thus, it is
important that the campaign treasurer keep abreast of all legal, tax, and reporting
requirements in order to safeguard the candidate, the campaign committee, and
himself from civil and criminal penalties. In essence, the campaign treasurer
should carry out the duties of his office in a manner that will prevent the possibility
of charges of fiscal impropriety.

General Information
Undeclared Candidacies
Laws governing state and local elections vary widely in regard to qualifying and
filing requirements. Undeclared candidates are best advised to determine whether
their activities are regulated by law. “Testing the waters” prior to a formal
declaration of candidacy has long been a means of generating early media
coverage, contributions, and momentum. Undeclared candidates should be aware
that they may be subject to limitations on receipts and/or expenditures prior to
formally declaring their candidacies.

Filing for Candidacy
A person who announces his candidacy usually must file appropriate election
information with the designated county or state office having jurisdiction. Legal
filing dates vary, as do the requirements governing the filing of necessary forms
and petitions. A campaign treasurer may be asked by the candidate to assist in
the qualifying process and thus should be familiar with regulations, procedures,
and requirements.

Organizing the Campaign’s Compliance Effort
A candidate, upon or before qualifying as a candidate, should do the
following:
• Appoint a campaign chairperson and treasurer.
• Designate a campaign depository (usually a national or state bank within the
state).
3

• Determine the applicable state and/or local laws, regulations, and reporting
requirements governing the election.
The candidate may have to file the name and address of the campaign treasurer
or depository with the appropriate state or county election officials or office. State
law permitting, the candidate may designate himself or another person as
campaign treasurer. Usually a bank must be listed as the campaign depository; in
most states any bank lawfully operating within the state may be so designated.
Campaign treasurers may appoint deputy treasurers; in campaigns for major
political offices it may be necessary, whether or not it is required by law. In such
cases, it is suggested that someone connected with the candidate’s campaign
headquarters be designated as a deputy treasurer for the convenience of making
deposits and preparing vouchers when the treasurer is not available. In some
states, a depository may be designated in each county in which a campaign is
conducted. Some state election laws require that the names and addresses of
deputy treasurers and additional depositories must be filed with the appropriate
office.
Most states and some counties publish handbooks of election laws that include
facts pertaining to campaign practices. In most states, the secretary of state or a
designated office or commission on elections can provide the treasurer with the
necessary statutes.
If the campaign is for the U.S. House of Representatives or Senate, it is
essential to study the federal election campaign laws and their special reporting
and disclosure requirements. Information on federal campaign laws and other
requirements may be obtained from the Federal Election Commission, 1325 K
Street, N.W., Washington, D.C. 20463.

Contributions

Definitions
State campaign finance laws are not uniform in their definitions of the term
contribution for election campaign reporting purposes. Some states define the
term more specifically than others. The states generally include the following in
their definitions of contributions:
• A gift, subscription, loan, advance, deposit of money, or anything of value
made to influence the nomination or election of any person to public office.
• A written contract to make a campaign contribution.
• Funds transferred to a political committee.
4

• Payment, by a person other than a candidate or political committee, of
compensation for the personal services of another person who rendered the
services to the candidate or committee without charge, on an in-kind basis.
The providing of in-kind services, goods, or property by an individual or third
party generally implies that there has been an offer by the contributor and an
acceptance by the candidate or committee.
For purposes of contribution limitations and reporting, contributions generally do
not include
• The value of volunteers’ personal services provided without compensation to
a candidate or political committee.
• The cost of invitations, food, and beverages and the use of real or personal
property voluntarily provided at an individual’s residence. (Check state
statutes for applicability in state and local elections.)
• Sale of a stipulated amount of food or beverages by a vendor for use in a
candidate’s campaign at less than the normal comparable charge, if the
charge is at least equal to the cost to the vendor, and unreimbursed travel
expenses of volunteers up to a stipulated amount. (Check state statutes for
applicability in state and local elections.)
• The cost to a state or local political party committee of preparing, displaying,
mailing, or distributing slate cards, sample ballots, or other listings of
candidates for any public office in that state, except for costs incurred to
advertise such listings on television or radio broadcast stations, in
newspapers or magazines, or by similar general public advertising.
• Any payments or obligations incurred for communications by a corporation to
its stockholders and their families and by a labor organization to its members
and their families; nonpartisan registration and get-out-the-vote activity by a
corporation or a labor organization aimed at stockholders, members, and their
families; and establishment, administration, and solicitation of contributions to
a separate segregated fund to be used for political purposes by a corporation
or labor organization political action committee (PAC).
National and state bank loans made in accordance with applicable banking laws
are generally not considered contributions to the candidate or his committee.
However, such loans must be reported as receipts.
Many states now publish reporting forms, which must be used for reporting
contributions and receipts of a political campaign. The campaign treasurer should
be familiar with the requirements and the prescribed forms for reporting campaign
contributions and receipts.

Prohibited Contributions
State and local laws vary widely with regard to limitations on campaign
contributions to candidates and their campaign committees. The following kinds of
contributions are prohibited in some jurisdictions:
• Cash contributions.
• Anonymous contributions in excess of a stipulated threshold amount.
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• Contributions made in behalf of another.
• Contributions by corporations, labor organizations, state banks, insurance
companies, or public utilities.
• Contributions solicited by government employees or others during working
hours, or government employee contributions that have been assessed or are
not voluntary.
• Contributions above a limit specified by law.
• Contributions or expenditures by a national bank in connection with any
election to any public office at the local, state, or federal level, including any
primary election, political convention, or caucus held to select candidates for
public office. Such contributions are prohibited by federal law. The prohibition
also includes the purchase of political dinner tickets and advertisements in
political literature.
The campaign treasurer should research campaign finance laws to determine
which contributions are prohibited or limited in amount. In addition to contributions
prohibited by law, the candidate or treasurer may want to impose voluntary
conditions or restrictions on certain sources of contributions. The candidate should
establish rules governing contributions before the start of the campaign fund
raising effort.

Receiving and Collecting Contributions
The following contributions guidelines have been enacted into law in some states
and are recommended for voluntary consideration by treasurers in all state and
local campaigns.
• Campaign contributions to qualified candidates and all expenditures made on
the candidate’s behalf generally must be made through a duly appointed
campaign treasurer or his designee.
• Contributions received from any one contributor, whether in the form of
monies, materials, supplies, in-kind, or loan, and whether given directly or
indirectly, may be limited to a maximum amount or fair market value
consistent with the pertinent laws and regulations of the jurisdiction. The
candidate may wish to set limits lower than those legally prescribed because
of the public perception of large contributions, the candidate’s reluctance to
be identified with representatives of particular interest groups, the total to be
raised, the office that the candidate is seeking, and so forth.
• An effort should be made to collect contributions by a prescribed deadline
preceding the election to avoid last-minute deficit expenditures and undue
additional reporting required in many jurisdictions with respect to deficits. The
deadline should be established voluntarily early in the campaign if it is not
mandated by law.
• All contributions should be deposited in the designated depository by the
close of the next business day, usually within twenty-four hours of receipt.
• A listing of contributions and receipts of all kinds, such as individual
contributions, ticket sales, mass collections, sales of items, loans received,
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and in-kind contributions, should be prepared (see exhibit A). Each specific
contribution listed should be posted daily on an individual contributor’s card
(see form A-1). The individual contributor’s card should show the name and
address of the contributor and the amount and date of each contribution. The
cash items shown in the receipts journal (exhibit A) should be listed on a
deposit slip and deposited in the bank daily. The campaign treasurer should
retain a copy of all deposit slips.
• It is desirable to maintain a separate listing of unpaid pledges or other
promised contributions as a basis for future follow-up and collection activity. A
simple listing with appropriate columns for amount, date of pledge, date of
payment, and follow-up activity should suffice.

In-Kind Contributions
One area of campaign finance that may demand careful attention involves in-kind
contributions.
The providing of services, goods, and property to the candidate or his
committee on an in-kind basis generally implies that there has been an offer by
the contributor and an acceptance by the candidate or committee.
In reporting an in-kind contribution, the campaign treasurer must determine its
fair market value, which amount is then treated as a contribution for campaign
finance reporting purposes. The campaign finance law of Missouri, for example,
directs that a contribution in a form other than money (an in-kind contribution) and
a candidate’s or committee’s use of a contribution of something of value (an inkind expenditure) must be deemed to have a money value equivalent to the fair
market value. Although Missouri law does not define fair market value in a
campaign situation, campaign treasurers must use the dollar amount that the
donated goods or services would have cost the committee or candidate in the
geographic location where the contribution is received or utilized. A campaign
treasurer should seek assistance in assigning fair market values to in-kind
contributions by contacting individuals who sell such goods or services in the
locale where the campaign is conducted.
Because the accounting for and reporting of in-kind contributions is likely to vary
from state to state, campaign treasurers are advised to seek opinions from the
designated election authority when questions arise about the handling of in-kind
contributions.
In-kind contributions of services that enhance the campaign’s compliance effort,
such as professional services of a CPA or attorney, may be exempted from
reporting requirements.
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Expenditures

Following the lead of federal election law reform, the states have also made
significant progress in adopting comprehensive election laws that affect campaign
spending. While no two state laws are exactly alike, many contain specific
provisions that set limitations on campaign expenditures and require some form of
disclosure. State spending limitations are likely to undergo further refinement and
change as public financing proposals gain wider acceptance. Also, the U.S.
Supreme Court decision in Buckley, et al. v. Valeo (424 U.S. 1 (1976)), which
held that certain ceilings on federal campaign spending were unconstitutional, is
likely to affect state campaign laws in the future. As campaign finance reform
continues to be addressed at the federal and state levels in the legislatures and in
the courts, the campaign treasurer must keep abreast of developments as they
apply to the campaign in order to have a clear understanding of expenditure
regulation.

Definitions
For election campaign reporting purposes, the definition of the term expenditure
varies widely among state election laws. A campaign expenditure may include
• Any purchase, payment, distribution, loan, advance, deposit, or gift of money
or anything of value made for the purpose of influencing an election.
• A written contract, promise, or agreement to make an expenditure.
But, under most state laws, subject to stipulated limitations, the term expenditure
does not include
• News stories, commentary, or editorials distributed through a broadcasting
station, newspaper, magazine, or other periodical not controlled by a political
party, political committee, or candidates.
• Certain communications by an organization or corporation to its members or
stockholders.
• Nonpartisan voter registration or get-out-the-vote activity.
• The cost of invitations, food, and beverages and the rental value of real and
personal property donated for cocktail parties, coffees, and so forth.
• Certain unreimbursed travel expenses of volunteers.
• The cost incurred by a state or local political party committee for preparing,
displaying, mailing, or distributing slate cards, sample ballots, or other printed
listings of candidates for any public office in the state, except costs incurred
to advertise such listings on television or radio broadcast stations, in
newspapers or magazines, or by other general public advertising.
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Most states have established mandatory forms for reporting expenditures of an
election campaign. Other jurisdictions may permit less formal methods. The
campaign treasurer should be familiar with the requirements and the prescribed
forms for reporting expenditures.

Making Campaign Expenditures
Prior to the formal announcement of an individual’s candidacy, the future
candidate’s campaign organization should not, directly or indirectly, spend money
for the following purposes to promote the individual’s candidacy:
• Advertising on radio or television.
• Advertising in newspapers, magazines, or periodicals.
• Advertising on billboards, banners, or streamers.
• Advertising in campaign literature or other printed material.
• Renting a hall in which to address the public.
However, candidates’ committees, political parties, or organizations may be
permitted to reserve, but not make use of, advertising time and space and office
facilities before the candidate is qualified in accordance with the applicable
jurisdiction’s laws and regulations.
Once the campaign begins and an accounting system has been set up, extreme
care should be exercised to ensure that expenditures are not authorized if there
are not sufficient funds available in the campaign committee’s depository.
Overdrawn accounts can affect the committee’s credit posture with lending
institutions and suppliers.
In some states it is mandatory to record and to report amounts due, such as
accounts payable, loans outstanding, contracts, and other obligations.
The following is a list of some of the items on which campaign funds are likely
to be expended during the course of a campaign:
• Filing fees.
• Campaign travel expenses for the candidate and campaign staff.
• Clerical work—costs for addressing, preparing, and mailing literature.
• Communications—telephone, postage, stationery, and messengers.
• Purchase of voter registration lists.
• Advertising—newspaper, radio, TV, and billboard.
• Promotional material—banners, bumper stickers, lawn signs, and campaign
literature.
• Office expenses—rent, clerical salaries, and rental or purchase of office
equipment.
• Rental of halls and public address equipment.
• Compensation for the campaign treasurer, the campaign manager, campaign
consultants, and poll watchers.
9

• Auto rental or reimbursement for use of vehicles.
• Public opinion polling.

Expenditure Limitations
Some states have established specific election campaign expenditure limitations
on either a maximum-amount or a formula basis. An example of the formula basis
is to use the product of multiplying one dollar by the population of the election
area as the campaign expenditure limitation for a seat in the state legislature. The
maximum amount or formula for determining expenditure limitations may vary for
each position or office. For example, the maximum amount allowed to be spent
during a campaign for governor may be many times larger than the amount
allowed to be spent in a campaign for a state senate seat.
Some states impose spending limitations on primary elections that are separate
and distinct from regulations governing general elections. In such states special
requirements for accounting and reporting purposes may be imposed.
It is vital that the campaign treasurer understand the state law with respect to
expenditure limitations for the election campaign in which he is participating.

Political Advertising
Most states have specific requirements, restrictions, and penalties with respect to
political advertising. Many states specifically require identification of the political
campaign organization paying for the advertising, and several are specific about
requirements that advertisement of political statements not be false or misleading.
There are many varied requirements governing radio and television political
advertisements. Some states require that a political advertisement be identified as
such. Other states require that the organization sponsoring the ad be identified.
Some state laws require broadcasters to retain a tape of the broadcast for a
specific period of time.
Use of newspapers and related media also is regulated in some states. For
example, it may be necessary to determine whether media support must be
declared and paid for, whether political statements must be marked as advertising,
and whether the organization should be identified.
A look at the political advertising regulations of New Hampshire, for example,
gives an indication of the scope of current laws. In that state,
• All political advertisements or material in print or on broadcasts must end with
the name and address of those responsible for its publication, the name of
those it seeks to benefit, and the signature of the sponsor.
• Political advertising in print must be so designated.
10

• Political advertisements must state that they are authorized by a candidate or
committee.
• Rates for political advertising must be comparable to rates for commercial
advertising and must be filed with the secretary of state.
• Expenditures for advertising space in printed programs for meetings or
conventions of business organizations, fraternal organizations, clubs, schools,
and similar groups are prohibited if they seek to promote or oppose a
candidate, party, or committee.
In summary, the campaign treasurer must thoroughly understand his state’s laws
and regulations prior to committing political advertising. Otherwise, payment for it
may be an illegal expenditure, for which penalties are often assessed.

The Campaign Budget

At the start of the campaign, the treasurer should meet with the person
responsible for the conduct of the campaign and prepare a budget of contributions
and expenditures. The budget should include estimates of expected contributions
and expenditures by type and by time period (for example, weekly or monthly) for
the duration of the campaign. The estimated expenditures for the campaign
should be carefully planned so that they do not exceed the projected
contributions. The budget should also provide that the cash will be in the bank at
the time that it is needed to pay for incurred expenses.
An example of a budget of contributions and expenditures for a May election is
shown below.
February

March

April

May

Total

$1,000

$2,000

$3,000

$1,000

$7,000

800
—
100
—
—

1,200
100
200
100
50

2,200
200
200
100
100

1,300
75
100
100
75

5,500
375
600
300
225

Total expenses
Excess (deficit) of contributions
over expenses
Cash balance forward

$ 900

$1,650

$2,800

$1,650

$7,000

100
—

350
100

200
450

Cash over (short)

$ 100

$ 450

$ 650

Contributions
Expenses
Radio advertising
Campaign literature
Newspaper advertising
Clerical salaries
Travel expenses
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(650)
650

—
—

—

—

The campaign treasurer should avoid incurring expenses unless sufficient
contributions are received to cover them. Certain expenses cannot be incurred
unless payment is made before the product or service is received (for example, by
preference of the particular vendor or by federal regulation for radio and television
advertising). If at any time the budgeted contributions are not being received as
originally estimated, the budgeted expenditures should be adjusted promptly so
that actual expenditures do not exceed actual receipts.

Reports of Expenditures
and Contributions

A complete analysis of campaign reporting requirements is beyond the scope of
this handbook. However, the following points are significant:
• Campaign disclosure laws are enacted to inform the voters from whom the
candidate is receiving funds and to whom and for what purposes these funds
are being spent to influence the election.
• In some states qualifying candidates may be required to submit a sworn
statement indicating whether any contributions were received or expenditures
made since the preceding general election or prior to the declaration and
filing for candidacy.
• Many election laws now require the formal reporting of contributions and
expenditures. Many jurisdictions have prescribed forms to be used for
reporting purposes. Generally, two types of reports are required: periodic
reports of contributions and expenditures during the course of the election
campaign and a final report after the election. For example, a given state
may require the formal disclosure of contributions and expenditures on a
monthly basis during the campaign, a report seven days prior to election day,
and a final report thirty days after the election. The prescribed reporting forms
usually can be obtained from the secretary of state’s office or from a
designated election office or commission.
• Good financial management requires that the treasurer submit periodic
reports to the candidate and to the campaign committee. The reports should
disclose receipts and expenditures, provide comparisons with budgeted
amounts, and list open pledges and unpaid obligations during the course of
the campaign.
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• The campaign treasurer’s final responsibility is to close out the financial
operations at the end of the campaign. The committee’s accrued liabilities, if
any, should be determined; and, if the committee lacks the necessary funds
to pay its remaining debts, steps should be taken to satisfy its obligations
through post-election fund-raising activities. Any remaining funds must be
disposed of in accordance with applicable campaign finance and tax laws.

Taxes and the Campaign

Excluding political action committees (PACs), which are not dealt with in this
handbook, taxation has a distinct effect on three elements of the campaign
process: the campaign committee, the candidate, and the individual contributor.
The campaign treasurer must ensure that the campaign organization functions
in full compliance with applicable federal, state, and possibly local tax laws.
The discussion in this section is limited to the federal area because individual
state and local tax laws vary widely from state to state. Campaign treasurers and
candidates should obtain advice and counsel from competent professional sources
regarding any contemplated actions having tax implications, particularly since tax
laws are subject to change and interpretation. This discussion is meant not to
replace such professional assistance but merely to acquaint campaign treasurers
with the applicable concepts and terminology. Federal, state, and local taxing
authorities may also offer assistance in such matters.

The Campaign Committee
The amendments to the U.S. tax law enacted by Pub. L. 93-625 provide that
every political organization, and every fund treated as if it constituted a political
organization, must file a federal income tax return if it has taxable income. [26
U.S.C. sec. 527(b)(1); sec. 6012(a)]
A political organization is defined as one that is operated primarily to accept
contributions, either directly or indirectly, to make expenditures, or both, for an
exempt function. In this context the exempt function of a political organization is
defined as influencing, or attempting to influence, the selection, nomination,
election, or appointment of an individual to any federal, state, or local public or
political office, whether or not the political organization is successful in its efforts
[26 U.S.C. sec. 527(e)(2)]
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A political organization need not apply to have exempt status. An organization
that meets the definition of a political organization is deemed to be exempt.
The political organization, whether party, committee, trust, or separate fund, is
treated as a corporation, and its taxable income is taxed at the corporate rate.
The rate is at the highest corporate rate (currently 46 percent) provided for in
section 11(b) of the Internal Revenue Code. In addition, the law provides for the
alternative capital gain tax rate (generally a flat rate of 28 percent on net long
term capital gains) to be applicable if the organization has capital gains. The due
date of the tax return (Form 1120-POL) is the same as it is for a corporation, two
and one-half months after the close of the organization’s taxable year, subject to
two extensions of time for three months each (Forms 7004 and 7005). [26 U.S.C.
sec. 527(b)]
The federal taxable income of a political organization is the gross income for the
taxable year less deductions directly connected with production of gross income.
The law allows a specific deduction of $100 but does not allow the political entity
any net operating loss or special deductions, such as the dividends-received
deduction. [26 U.S.C. sec. 527(c)]
In the computation of taxable income, the so-called exempt-function income is
excluded. Exempt-function income is any amount received as a contribution of
money or other property. Membership dues, fees, or assessments from a member
of the political organization are also considered exempt-function income. In
addition, proceeds from a political fund-raising or entertainment event or from the
sale of campaign materials are exempt-function income if they are not received in
the ordinary course of a trade or business. Exempt-function income also includes
receipt of federal, state, or local funds from public financing and filing fees paid by
individuals who run in primary or general elections. [26 U.S.C. sec. 527(c)(3);
legislative history of Pub. L. 93-625]
For an amount to qualify as exempt-function income, the appropriate receipts
must be segregated and used only for the exempt-function of the political entity.
[26 U.S.C. sec. 527(e)(2)]
For federal tax return purposes, the income of a political party, committee, or
candidate’s fund consists of interest, dividends, and net gains realized from the
sale of securities, as well as other income referred to in this section. The Internal
Revenue Service has indicated that gain realized on the disposal of other
nondepreciable property should also be reported on the return.
The reportable gain on appreciated securities acquired before May 8, 1974, is
the excess of the selling price over the adjusted basis to the contributor. If an
organization is unable to ascertain the contributor’s cost basis before the return is
filed, it must compute the gain by using a zero basis for the securities. When the
basis is finally determined, a claim for refund should then be filed within three
years after the date the return was filed or two years after the tax was paid,
whichever is later. The holding period, to determine the type of gain (short-term or
long-term), is the total time the securities are held by the political organization and
the contributor. [26 U.S.C. sec. 84; for effective dates see Pub. L. 93-625, sec.
13(a),(c), and Rev. Rul. 74-21, 1974-1 C.B. 14]
The transfer of appreciated property to a political organization after May 7,
1974, is considered a sale of the property on the date of transfer. The contributor
is treated as having realized an amount equal to the fair market value at the date
of transfer, and, accordingly, the basis of the property to the political organization
will be the basis to the contributor, increased by any gain recognized. This is
generally equal to the property’s fair market value at the date of transfer. If the
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contributor’s basis exceeds fair market value at the date of transfer, the political
organization’s basis is limited to fair market value. The contribution of property
that has declined in value does not constitute a sale or exchange. [26 U.S.C. sec.
84(a),(b)]
Since the political party or committee is taxed on its income as if it were a
corporation, any net capital losses are not deductible, but, subject to normal rules,
they may be carried back and forward to offset net capital gains. [26 U.S.C. sec.
527(b)(1); sec. 1212(a)(1)]
In the determination of federal taxable income, interest from state or municipal
obligations is excludable, as in the case of other taxable entities.
Income derived from ancillary commercial activities, such as the rental of
unused office space, must be reported on the return.
Campaign contributions are not includable in the gross income of the
organization; neither are the transfers of political campaign contributions from one
bank account to another. However, any amount diverted from the channel of
campaign activity and used for the candidate’s personal expenses is taxable
income to the candidate. If diverted to noncampaign use by the organization, the
amount diverted is taxable income to the organization. [26 U.S.C. sec. 527(d);
Rev. Rul. 74-21, 1974-1 C.B. 14]
Expenditures made by a political party, committee, or candidate’s fund directly
attributable to the production of interest or dividend income or to the sale of
securities are deductible or otherwise accounted for on the tax return. Such
expenses include litigation costs incurred to collect interest or dividend income
and the rental of a safe deposit box used for the safekeeping of securities.
Accounting, legal, and investment counseling fees related to the earning and
reporting of the political organization’s income generally are deductible. Indirect
expenses, such as general administrative expenses, are not allowed as
deductions, since Congress expected that these items would be relatively small
and their elimination as deductions would greatly simplify tax calculations. [26
U.S.C. sec. 527(c)(1)(B)]
There must be adherence to the basic accounting principle requiring the
functional matching of revenues with expenses. Accordingly, campaign
contributions are not included in gross income, and expenditures for campaign
purposes are not deductible. Expenditures that are made by the organization to
reimburse a candidate for out-of-pocket campaign expenses or that are incurred in
fund-raising activities are nondeductible. Likewise, any filing fees paid by the
organization to have a candidate participate in a primary election cannot be
deducted either as a business expense or for the production of income. [U.S.,
Congress, Senate, Finance Com., 93d Cong., S. Rep. 1357]
Although wages paid to campaign workers are classified as nondeductible
expenditures, they are subject to the provisions of the Federal Insurance
Contributions Act and the Federal Unemployment Tax Act, which require the
withholding of tax from the employee and the payment of both the employer’s and
the employee’s share to the government. The political organization also must
comply with the federal income tax withholding requirements on employee’s
compensation. [Rev. Rul. 68-190, 1968-1 C.B. 422]
At the conclusion of a political campaign and after all expenses are paid by the
organization, there may remain an unexpended balance, commonly referred to as
excess contributions. Any income derived from the investment of the excess
contributions, whether it be interest or dividend income or from the sale of
appreciated property, is taxable income to the political organization. If the funds
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are transferred or refunded to known contributors, the repayments do not
constitute taxable income to the contributors (except to the extent that such
contributions resulted in tax benefits to contributors), nor are they considered a
diversion of funds taxable to the political organization. If it is impractical to refund
the contributions, excess contributions may be transferred to the U.S. government,
the transfer being treated as an expenditure to further the principles of the
organization. Therefore, such a transfer is not taxable to the political organization
as a diversion for the benefit of the organization. [26 U.S.C. sec. 527(d)]
The following transfers of money or property are deemed nontaxable and are
permitted on the premise that they do not represent a diversion of political funds:
• Transfers to another political organization to be used for that organization’s
exempt function.
• Transfers to a tax-exempt charitable organization that is not a private
foundation.
• Transfers to the general fund of any state or local government. [26 U.S.C.
sec. 527(d)]
Excess contributions may be held by the organization following a campaign in
anticipation of being used for other exempt functions. For example, funds held for
the candidate’s re-election campaign will not be regarded as unexpended funds.
Excess contributions held by a political organization that has ceased to engage
in an exempt function may be treated as expended for the personal use of a
candidate or any other person having control over the ultimate use of such funds.
However, the candidate or other person receiving the excess contributions will be
subject to personal tax thereon.
No political organization, candidate, or contributor is entitled to a charitable
deduction even though the funds are transferred by the political organization to
the federal government, a state or local government, or a public charity.
The principles delineated above can be illustrated in part by an example. A
political organization raised $30,000 from contributions, sale of campaign
materials, and so forth to elect candidate John Smith. These funds were deposited
in an interest-bearing bank account, which was used to make qualified campaign
expenditures. During the time the funds were on deposit, interest of $200 was
earned. All of the funds were spent on the campaign, and there were no expenses
associated with earning the interest. The political organization determines its
political organization taxable income as shown in the table.

Gross receipts
Contributions
Interest
Directly related expenses
Nondeductible loss
Statutory deduction
Political organization’s taxable income

Total

Gross Income

ExemptFunction
Income

$30,000
200
$30,200
$30,200

—
$200

$30,000
—
30,000
30,200
$ (200)

( 100)
$100
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The Candidate
Federal tax law generally provides that campaign contributions received by a
candidate are not taxable to him if they are segregated from his personal funds
and are used for generally recognized campaign expenses. However, such
contributions may ultimately become taxable to the candidate if they are used for
his personal benefit or are commingled with his personal funds. The money
earned on contributions received by a candidate, such as interest and dividend
income, is subject to federal income taxation. If a candidate spends his own
money in his campaign, the expenditures generally are not deductible by him on
his own return.
Although funds can be obtained from state or local political parties, they are
most often contributed by individuals or interested groups. The federal tax law
provides that, even though an individual candidate personally receives campaign
contributions, such funds will not be included in his income if they are immediately
deposited in a special campaign fund set up on behalf of the candidate. Money,
securities, loans, or anything of value, including receipts derived from fund-raising
activities, can be received by a qualifying fund. [Rev. Rul. 71-449, 1971-2 C.B. 77]
The qualifying campaign fund must be organized and operated primarily for
accepting contributions and making expenditures related to the nomination or
election of the office seeker. It can be established in the year before the individual
officially announces his candidacy, and the rules in this section will still apply.
There is no mandatory organizational structure for a qualifying campaign fund. It
may be incorporated with a formal charter or merely consist of a separate bank
account; it may consist solely of a checking account or may include separate
savings and brokerage accounts. The one basic requirement is that the fund must
be organized and operated as an entity separate from all of the candidate’s
personal funds. Fund-raising activities, such as breakfasts, dinners, receptions,
picnics, dances, or the sale of political campaign materials, such as bumper
stickers or buttons, must be clearly political and not carried on in the ordinary
course of the candidate’s trade or business. [26 U.S.C. sec. 527(c),(e)]
The rule that a candidate or individual include in personal gross income
amounts diverted to personal use does not apply with respect to incidental
amounts expended by a political organization as long as the expenditures satisfy
two requirements: (1) The expenditures are minor when compared to the overall
expenses of the political organization, and (2) the expenditures have some
relationship to the conduct of the exempt function. An illustration of the incidentalexpenditure exception is when a political organization provides the candidate and
candidate’s staff with meals during a campaign. As long as the two requirements
above are satisfied, these expenditures will not be considered to inure to the
personal benefit of the candidate.

The Individual Contributor
Individuals may claim credits against their federal income taxes for contributions
made to political organizations or candidates. The credit equals one-half of the
amount of the total political contributions, subject to an annual maximum of $50
($100 for taxpayers filing a joint return). The maximum of $100 on a joint return
applies regardless of which spouse makes the contribution. The individual
taxpayer is entitled to the credit only in the year that the contribution is actually
made. [26 U.S.C. sec. 4]
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A political contribution credit is allowed for the cost of a ticket to a political
dinner only if the dinner is related primarily to the fund-raising event rather than
unrelated entertainment. If entertainment is provided as part of the cost of the
dinner, the amount of the credit is reduced by the value of the entertainment.
[Rev. Rul. 72-412, 1972-2 C.B. 5]
No credit is allowed for the purchase of a lottery or similar raffle conducted by a
political organization. [Rev. Rul. 72-411, 1972-2 C.B. 5]
Since May 7, 1974, any person transferring property to a political organization
has been treated as having sold the property to the political organization. Gain
must be recognized, for income tax purposes, to the extent that the fair market
value of the property exceeds the property’s adjusted basis in the hands of the
contributor. The type of gain recognized (ordinary or capital) depends on the
taxpayer’s use of the property immediately prior to the transfer. The holding period
for purposes of determining the term of the gain (short- or long-term) is
determined under normal rules. [26 U.S.C. 84]
Where a contributor’s basis in donated property exceeds the property’s fair
market value, the taxpayer is not permitted to claim a loss on the contribution of
the property. [26 U.S.C. 84] In such a situation, an individual who holds loss
property should not contribute it to a political organization but, rather, should sell
the property, realize a tax loss, and then contribute the sale proceeds.

Using a Computer in
the Campaign

In some instances, campaign treasurers may find that the use of a computer can
facilitate the organization of the campaign budget and the reporting of
expenditures and contributions. Use of a computer should be carefully considered.
In most cases, recordkeeping and reporting can probably be done at less cost by
manual means; however, for major campaigns with a large number of
contributions and expenditures, the use of a computer may be appropriate.
A sophisticated computer system can provide features such as the following:
• An accounting system with adequate internal accounting controls.
• Detailed cumulative records of contributions, pledges, loans, in-kind
contributions, and expenditures.
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• Comparison of actual receipts and expenditures with budgeted amounts.
Even though a less sophisticated computer system may not provide the same
amount of detail and the reporting may be less prompt, it will greatly reduce the
amount of manual processing and recordkeeping required.
No one method is best for processing data. Selection of the type of processing
depends on the many variables of the particular environment. The campaign
treasurer and other responsible campaign staff persons should be involved in the
formulation of data processing needs.
There are three basic methods of data processing: in-house electronic data
processing (EDP) equipment, service bureaus, and timesharing services. In
house EDP equipment usually requires substantial capital or rental outlays (with
the exception of microcomputer and word processing equipment, which are
discussed later). In all but the largest campaigns this alternative probably would
be inappropriate. Service bureaus are companies that accept input in the form of
source documents and provide agreed-upon printed output physically transported
to the user. The service bureau typically provides the software (computer
programs). Timesharing services are companies that make a central computer
available for use by telephone line connection to a terminal device on the user’s
premises. The user is charged fees for computer time, data storage, and so on.
Software is often provided by the timesharing vendor but may also be obtained
from independent services. Both service bureaus and timesharing services require
little capital outlay or long-term commitment and in most cases represent the best
methods for getting started in data processing.
A computer program for accounting for campaign contributions and
expenditures may be readily adapted, with slight modification, from existing
programs used for typical accounts receivable and accounts payable transactions.
The only significant difference would involve required nonfinancial disclosures,
such as the contributor’s occupation or the basis for assigning a value to an inkind contribution. A number of computer software development firms presently
offer programs for church contribution and donation accounting, which may be
modified for campaign accounting purposes.
Most major timesharing networks have data base management systems that
would allow campaign data to be processed in various ways. One such system
contains accounting, general ledger (including budget variance reports), cash
management, accounts receivable, billing, and accounts payable, all controllable
with English language commands entered on the terminal keyboard.
The capabilities of a microcomputer make it a viable alternative to a service
bureau or timesharing service. For relatively little cost the microcomputer can be
used to maintain and report on detailed campaign records. Software packages are
available for financial analysis, budgeting, accounts receivable (contributions), and
accounts payable (expenditures). The microcomputer can also be used to
maintain mailing lists, process thank-you letters, and perform word processing
applications previously available only in more expensive systems.
Word processing equipment, although costly, may be an asset to the larger
political campaign. Most word processing systems are capable of performing
various types of mathematical routines, such as maintaining detailed contribution
and expenditure records, maintaining mailing lists, and producing thank-you and
other types of letters at a rapid rate.
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Some Common-Sense Rules
About Campaign Funds

The following common-sense rules are drawn from the experience of veteran
political campaigners. They do not apply exclusively to the function of the
treasurer, but because they have to do with campaign funds, the wise treasurer is
spared surprises, and some headaches, by applying them.
• At a certain point in the ideal campaign, toward midcampaign, collections and
expenditures will be in balance, and deficit spending can be avoided.
• Granted that the ideal is seldom attained in campaigns, the pattern of buying
backwards is a useful model. In other words, as contributions are received
early in the campaign, whatever portion is not required for current expenses
should be committed to cover expenses at the end of the campaign.
• Avoid making commitments for expenditures in excess of the projected
campaign budget. On the other hand, a losing campaign effort, with unspent
funds that might have made the difference had they been spent on additional
voter exposure for the candidate, is never pleasant.
• Do not be afraid to reject questionable contributions. Rejecting such
contributions will preserve the candidate’s reputation and future career. Do
not hesitate to question the propriety of accepting a contribution that may
embarrass the candidate and the campaign organization.
• Beware of last-minute expenditures made without the candidate’s knowledge
or against his advice. If the candidate believes that success in a close race
requires deficit spending, he must understand that the required funds are not
in the treasury and will have to be raised after election day—win or lose.
While applicable campaign laws may not impose restrictions on deficit
spending, soliciting for funds after the campaign is over can be difficult, even
for winners.
• Pledges of campaign contributions should not be regarded as cash on hand.
• Study the applicable election expenditure and tax laws and freely seek the
advice of the campaign’s legal counsel.
• Check state laws with respect to specific requirements for retention of official
campaign records.
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A Suggested Accounting
System
for the Campaign

The suggested accounting system and the sample forms provide an example of a
simple system that will meet the needs of most campaign treasurers. Each state’s
reporting requirements differ, and some states have prescribed specific forms that
must be used to report campaign financial transactions. It is not expected that the
suggested accounting system and the sample forms will in all cases provide
complete financial data necessary for all campaign management decisions. Thus,
a campaign treasurer should modify the forms to meet the requirements in his
state and to meet other needs, such as those for internal reporting.
Generally speaking, campaign financial disclosure accounting includes
identification of each receipt and disbursement by name and address. Except for
limited statutory exceptions, all disbursements must be made by checks drawn on
a checking account established in the name of the campaign committee and
controlled by the campaign treasurer or his designee. Campaign committees
established for a specific election must report periodically from the time of their
inception through the election. Continuing and incumbent committees usually have
a calendar reporting requirement in addition to the reporting for each election.
The sample set of forms and the two sample journal sheets have been filled out
to illustrate entries for a typical campaign. A blank set of forms is included in the
“Sample Accounting Forms” section. These forms may be reproduced.
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Note: In-kind con tribu tions should be recorded by the treasurer and must be listed on form A-1.
To illustrate typical state contribution thresholds, the con tribu tions section has been subdivided into colum ns of $10 o r less, $50 or
less, m ore than $50 aggregate, other com m ittees, and other sources. There may be different thresholds in your state, or none at all, in
which case the contributions colum ns would have to be m odified accordingly.

Suggestions and Comments:
• Num ber pages consecutively.
• Total and fo o t each page.
• Determ ine the grand total at end of the reporting period.
• This cash receipt journal should be retained by the treasurer.
• Check the address of each source w ith the individual co n trib u to r card, loan file, or other com m ittee records.
• This type of journal sheet is available at office supply stores.

EXHIBIT A
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*These columns expedite reporting when tim e is short. In the initial period the second colum n remains blank.

Note: Unpaid invoices should be m aintained alphabetically in a separate file to facilitate listing at each reporting date.

Suggestions and Comments:
• Num ber pages consecutively.
• Num ber checks consecutively; preferably, use prenum bered checks.
• Total each page.
• Determine the grand total at end o f the reporting period.
• This expenditure journal should be retained by the treasurer.
• This type of journ al sheet is available at office supply stores.

1. To expedite reporting, checks should be listed when they are drawn,
2. A second 15-column facing page could be used to distribu te the check am ounts by the object o f the expenditure, such as adver
tising, travel and entertainm ent, rent, telephone, loan payments, staff salaries, o r cam paign materials.

EXHIBIT B

FORM A-1

INDIVIDUAL CONTRIBUTOR' S CARD
N o .__

Name o f C o n trib u to r___

____________________
(last)

_______________
(first)

A ddress

(initial)

_____________ Zip

________

O ccu p a tio n __ ___________________________________________________________________________________________
Place o f B usiness

______________________________________________________________

B usiness A ddress

____________________________________________________________________________

Date

Am ount
Received

Cum ulative
Total

Pledge
Unpaid

O ther Inform ation

Note: This form is essential fo r reporting contributions. Each con tribu tion required by state statute to be reported w ith name and
address should be posted as it is received. Deposit slips prepared in duplicate and checks received are the posting media fo r
the receipt journal (exhibit A). Fund-raising events require separate accounting (see form A-3).
Individual co n trib u to r’s cards can be numbered fo r each election or fo r each reporting period. Num bering w ill provide m axi
mum control in a large statewide cam paign but may not be necessary fo r a localized campaign.
New cards are prepared fo r each election. In nonelection years con tinu ing and incum bent com m ittees keep records on a
calendar year basis.
A fa ir market value must be placed on in-kind contributions. Such con tribu tions are treated the same as cash fo r the purposes
of com plying w ith m ost state cam paign disclosure laws. An in-kind con tribu tion must be reported as a receipt and an expendi
ture.
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FORM A-2

WEEKLY CAMPAIGN PLEDGE REPORT
W eek en d ing
(Date)

U n co lle cte d pledges fo rw a rd
(Date)

New pledges received th is w eek

Total

Less p ledge c o n trib u tio n s received

U n co lle cte d balance o f pledges

Note: This form is to be used only if pledges are received. If it is used, the entries represent the follow ing:
1. Total balances from form s A-1 o r from the previous weekly cam paign pledge report (uncollected balance).
2. Total of form s A-1 fo r the current week.
3. Figure from form s A-1 fo r the current week.
4. Current end-of-week balance to be carried forward.
It may be desirable to list individual unpaid balances from form A-1.
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FORM A-3

Date —

DAILY LISTING OF CONTRIBUTIONS AND RECEIPTS

Source

_____________
Individual
C ontributions

Cash Contributions__________________
Ticket
Mass
Sale of
Loans
Sales
Collections
Items
Received

In-kind
C ontributions

TOTAL
TOTAL TO BE
DEPOSITED IN BANK
I hereby certify that the foregoing listing is true and correct.

1. From form A-1
Note: This form may be used instead of the receipt jo urn al (exhibit A).
Proceeds from fund-raising events are reported in the mass collectio ns colum n and on the receipt journ al (exhibit A). Many
state cam paign disclosure laws p ro hibit anonym ous con tribu tions over a specified threshold amount, o r as a total am ount in
excess of a specified percentage of all con tribu tions to the cam paign during a calendar year. Campaign treasurers should
become fam iliar w ith the ir state’s laws on the subject.
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FORM B-1

CONTRIBUTIONS AND EXPENDITURES

__________ h

b

____

bank

(Campaign Depository)

Date

Payee

Check
No.

Receipts and
C ontributions
(Cash Only)

Checkbook
Expenditures

Bank
Balance

Explanation

N ote: The above inform ation is taken from the cam paign deposit slips and checkbook. If the expenditures are numerous, you may
wish to distribu te them by category. This can be done easily by adding more colum ns to the form and extending the expendi
ture to its proper colum n.
A more elaborate disbursem ent ledger o r check register w ill suffice fo r this form ; but, whatever form at is used, the inform ation
is needed to reconcile cam paign records w ith the bank and to provide fo r form al reporting to the state.
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FORM C

ORDER AUTHORIZING CAMPAIGN EXPENDITURE
No.
.19
(City and State)

An expenditure am ounting to

fo r the purpose of

is hereby authorized to be made from the cam paign fund o f.
(Name of Candidate)

who is candidate fo r the office of

Note: This form is particularly useful if m ostly volunteer labor is used by the cam paign staff. The form at w ill assist in making certain
that bills are paid to the proper parties on tim e and in the correct amount. This form should be accom panied by an invoice o r
form C-1. A stam p of approval on the invoice, properly initialed, may be used instead o f this form .

FORM C-1

CERTIFICATE OF CLAIMANT
No.

D a te ,
I hereby certify the am ount of $.

.fo r.
(Services, supplies or expenses incurred)

is justly due and ow ing me fo r the purpose
stated, and all purposes are stated above, and no person other than claim ant is interested, directly o r indirectly, in payment
of the claim.

N ote: A vendor’s invoice w ill suffice fo r th is form ; but, in the absence of an invoice, the certificate o f claim ant is useful as a source
docum ent fo r supporting the authorization o f an expenditure.
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EXHIBIT C-2

REALTY AFFILIATES

789 F i r s t S t r e e t
C o lle g e C ity
J a n u a ry 1, 19xx

Com mittee to E le c t R alph Roe
123 Main S t r e e t
C o lle g e C ity

R ent f o r Month o f J a n u a ry , 19xx, f o r
o f f i c e sp ac e lo c a t e d a t 123 Main S t r e e t

$50.00

N ote: Each invoice should be marked PAID, w ith the date of payment and check number, only after approval by the o rigin ator of the
authorized expenditure.
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FORM D

WEEKLY CAMPAIGN TREASURER S REPORT
_________________

W eek e n d e d _____
(Date)

Cash balance fo rw a rd

_______

-----------------------------------------(Date)

C o n trib u tio n s received

E xp e n d itu re s
Cash balance

_______________
(Date)

U npaid a uthorized e xp e n d itu re s
A m o u n t available fo r e xp e n d itu re s

1.
2.
3.
4.

From
From
From
From

bank statem ent and checkbook balance
exhibit A
exhibit B
form C or stamped approved invoices awaiting payment

Note: This form gives the cam paign officials a weekly summary of cam paign fund balances.
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FORM D-1

MONTHLY CAMPAIGN TREASURER' S BUDGET REPORT

__________

___________
(Month/Year)

Actual

Budget

Variance

R eceipts
Cash balance fo rw a rd
C o n trib u tio n s
TOTAL
E xp e n d itu re s
R adio and TV a d ve rtisin g
C lerical salaries
N ew spaper ad ve rtisin g
D in n e r expense
Rent
M is c e lla n e o u s 1
TOTAL

1. Use this line fo r items such as travel, printing, or petty cash.
2. This entry is the sum of the $75 1/14 Union electric expenditure on exhibit B and the $40 1/6 Richard Adams in-kind con tribu tion
on exhibit A. In-kind con tribu tions are received and expended at the tim e of the ir receipt.
N ote: This form is useful w hether or not it is required by the state. It affords the opportunity, in short, three- to four-m onth cam 
paigns, to view the status and progress of cam paign fund-raising efforts. For longer campaigns, a m onth-to-m onth budget,
as illustrated in the text, is more useful.

31

FORM E

EXPENSE VOUCHER
Date.

.19

By.
C am paign Treasurer.

To.

Item ized Statem ent of Expenses
Date

Am ount

DESCRIPTION

TO TA L
I hereby ce rtify th a t the above is a
true and co rre c t statem ent o f all o u t-o fp o cke t expenses fo r th e w eek e n d ing

19

SIGNED

Note: The expense voucher should not be used for authorizing payment to vendors. Forms C and C-1 are appropriate for that pur
pose. The expense voucher should be used to docum ent out-of-pocket expenses o f the candidate and authorized campaign
staff. Payment should be made by check and noted on exhibit B as travel reim bursem ent o r other suitable entry.
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FORM F

RECORD OF LOAN PAYABLE

Date

O riginal
Am ount

Unpaid
Balance

Payments

Remarks

Note: Terms o f the loan should be recorded, and a record of repayment should be kept. Under m ost cam paign disclosure laws, a loan
is considered a cam paign receipt and m ust be reported accordingly.
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FORM G

PRE-ELECTION CAMPAIGN TREASURER’S REPORT TO THE SECRETARY OF STATE

Name of C andidate:
Address:
Candidate for
Period of report
E xpenditures previously reported
E xpenditures th is report
Total e xpenditures to date
List of all expenditures authorized, incurred, o r made to date o f th is report.
Date

Name and address of party to
w hom exp e nd itu re is made

Am ount

Purpose of Expenditure

C o n trib u tio n s previously reported
C o n trib u tio n s th is report
Total c o n trib u tio n s to date o f this report

$

List o f c o n trib u tio n s (w ith names and addresses o f co n trib u to rs)
Date

Name

Address

A m ount

I hereby ce rtify th a t the above and fo re g o in g statem ent is true and co rre ct: Dated at
th is

day of
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(City and State)

Signed

(Name of Candidate)

1. From exhibit B
2. From exhibit A
3. From form A-1
Note: Each state’s reporting requirem ents differ, and, therefore, the form s and the cam paign finance reporting
requirem ents should be reviewed. The purpose of pre-election reports is to show con tribu tions and
expenditures as they occu r w ith in a prescribed tim e period, usually by week or month.
Many states have form s to show fund-raising activities, loans received, and other statutory disclosure
inform ation.
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FORM H

SUGGESTED REPORT CONTROL CHECKLIST
Committee Name

----------------------------------------

Due Dates ®
Year

Date
Report
Filed

Month & Day
Statement of Committee Organization
Amended Statement of Organization
(if necessary, due by next reporting date)
(First) Summary Disclosure Report
Close books 45 days before election
Report 40 days before election
(Second) Summary Disclosure Report
Close books 12 days before election
Report 7 days before election
(Final) Summary Disclosure Report
Close books 25 days after election
Report 30 days after election (or not later
than the day before taking office, if office
is assumed less than 30 days after election)
COMMITTEE TERMINATION STATEMENT

1. All cam paign reports must be postmarked on or before the day preceding the due date. Determine and fill in all actual due dates
at the start of the campaign.
Note: Additional reports are required if all funds are not disbursed or if all debts are not paid.
T h is fo rm illu s tra te s th e type o f c o n tro l c h e c k lis t th a t c o u ld be p re p a re d to e nsure c o m p lia n c e w ith state s ta tu to ry re q u ire m e n ts.
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Sample Accounting Forms

The blank forms on the following pages are provided for the convenience of those
who may wish to reproduce them for use in an election campaign. They should be
helpful in organizing the financial reporting responsibilities of a campaign
treasurer.
Campaign treasurers should determine whether their state campaign disclosure
authorities have promulgated specific forms that are required for reporting
purposes.
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SAM PLE FORM A-1

INDIVIDUAL CONTRIBUTOR' S CARD
N o ___________

Name o f C o n trib u to r---------------------------------------------------------------------------------------------------------------------------------------------(last)

(first)

(initial)

A d d re s s ______________________________________________________________________ Z ip C o d e -----------------------------O ccu p a tio n ----------------------------------------------------------------------------------------------------------------------------------------------------------Place o f B u s in e s s ________________________________________________________________________________________
B usiness A d d re s s -------------------------------------------------------------------------------------------------------------------------------------------------Date

Am ount
Received

Pledge
Unpaid

Cum ulative
Total
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O ther Inform ation

SAM PLE FORM A-2

WEEKLY CAMPAIGN PLEDGE REPORT
W eek en d ing
(Date)

U n co lle cte d pledges fo rw a rd
(Date)

New pledges received th is w eek

Total

Less pledge c o n trib u tio n s received

U n co lle cte d balance o f pledges
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SAM PLE FORM A-3

D a te -------------------------------------------------------------------

DAILY LISTING OF CONTRIBUTIONS AND RECEIPTS
_____________
Individual
C ontributions

Source

Cash Contributions__________________
Ticket
Mass
Sale of
Loans
Sales
C ollections
Items
Received

TOTAL
TOTAL TO BE
D E PO S IT ED IN B ANK

I hereby certify that the foregoing listing is true and correct.
Campaign Treasurer
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In-kind
C ontributions

SAM PLE FORM B-1

CONTRIBUTIONS AND EXPENDITURES
_______________________________________________________ BANK
(Campaign Depository)

Date

Check
No.

Payee

Receipts and
C ontributions
(Cash Only)

Total
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Checkbook
Expenditures

Bank
Balance

Explanation

SAM PLE FORM C

ORDER AUTHORIZING CAMPAIGN EXPENDITURE
No____________
_________________________________________________________

____________________ 19 _____

(City and State)

An expenditure am ounting to $_____________for the purpose of -----------------------------------------------------------------------------------------

is hereby authorized to be made from the cam paign fund o f ------------------------------------------------------------------------------------------------(Name of Candidate)

who is candidate fo r the office of -------------------------------------------------------------------— -------------------------------------------------------—--------

Campaign Treasurer or Other Designated Official

SAM PLE FORM C-1

CERTIFICATE OF CLAIMANT
D a te ______________________________

N o .-------------------

I hereby certify the am ount of $______________ f o r ----------------------------------------------------------------------------------------------------------------(Services, supplies or expenses incurred)

_________________________________________________________________________ is justly due and owing me fo r the purpose
stated, and all purposes are stated above, and no person other than claim ant is interested, directly o r indirectly, in payment
of the claim.
Claimant

By: -------------------------------------------------------------------------------------------------------------
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SAM PLE FORM D

WEEKLY CAMPAIGN TREASURER’S REPORT
W eek e n d e d ------------------------------(Date)

Cash balance fo rw a rd

--------------------------------------------------------(Date)

C o n trib u tio n s received

E xp e n d itu re s
Cash balance

---------------------------------------------------------------------(Date)

Unpaid a uthorized e xp e n d itu re s
A m o u n t available for expenditures

SA M P L E F O R M D -1

.

MONTHLY CAMPAIGN TREASURER’S BUDGET REPORT
(Month/Year)

Actual

Budget

R eceipts
Cash balance fo rw a rd
C o n trib u tio n s
TOTAL
E xp e n d itu re s
R adio and TV a d vertising
C le rica l salaries
N ew spaper a dvertising
D inner expense
Rent
M iscellaneous
TOTAL
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Variance

SAM PLE FORM E

EXPENSE VOUCHER
D a te __________________________ 19 ---------B y ---------------------------------------------------------------------------------------------T o _________________________________________________________C am paign Treasurer.

Item ized Statem ent of Expenses
Date

Am ount

DESCRIPTION

TOTAL
I hereby ce rtify th a t th e above is a
tru e and c o rre c t statem ent o f all o u t-o fp o cke t expenses fo r th e w eek e n d in g ________ 1 9 _________SIGNED ------------------------------------------------------------------
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SAM PLE FORM F

RECORD OF LOAN PAYABLE
C am paign Fund o f -------------------------------------------------------------------

-------------------------------------------------------------------

Name o f C re d ito r

-------------------------------------------------------------------

(Name of candidate)

-------------------------------------------------------------------

(Address)

(Address)

P rin cip a l A m o u n t________________________ Due D a te ------------------------------------- Interest R a te ----------------------------

E ndorsers o r C osigners

(Name)

(Address)

(Name)

(Address,

T e rm s : --------------------------- .------- ---------- -------- ,------------------------------------------------------------------------------------------------------------Date

O riginal
Am ount

Payments

Unpaid
Balance
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Remarks

SAM PLE FORM G

PRE-ELECTION CAMPAIGN TREASURER’S REPORT TO THE SECRETARY OF STATE
D ate___________________________
Name of Candidate:
Address:
Candidate for:
Period of report
Expenditures previously reported
Expenditures this report
Total expenditures to date
List of all expenditures authorized, incurred, or made to date of this report.
Date

Name and address of party to
whom expenditure is made

Purpose of Expenditure

Am ount

Contributions previously reported

$----------------------------------

Contributions this report

$____________________

Total contributions to date of this report

$

List of contributions (with names and addresses of contributors)
Date

Name

Address

Amount

I hereby certify that the above and foregoing statement is true and correct: Dated a t ______________________
(City and State)

t h is ---------------- day o f ___________ 1 9 _____

Signed ____________________________________________
(Campaign Treasurer)

For ____________________________________
(Name of Candidate)
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SAM PLE FORM H

SUGGESTED REPORT CONTROL CHECKLIST
Committee Name:

Due Dates
Y ear________

Date
Report
Filed

Month & Day
Statement of Committee Organization

------------------

Amended Statement of Organization
(if necessary, due by next reporting date)

__________

(First) Summary Disclosure Report
Close books 45 days before election
Report 40 days before election

__________

(Second) Summary Disclosure Report
Close books 12 days before election
Report 7 days before election

__________

(Final) Summary Disclosure Report
Close books 25 days after election
Report 30 days after election (or not later
than the day before taking office, if office
is assumed less than 30 days after election)
C O M M IT T E E T E R M IN A T IO N S T A T E M E N T
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_____________

Appendix 1

Obtaining Information on Requirements for Reporting State and Local
Election Campaigns
Information concerning the reporting of campaign contributions and expenditures
can be obtained through the office of the secretary of state in your state capital or
through your state’s designated campaign finance agency. Below is a listing of
agencies, by state, from which reporting information may be obtained.
State

Agency

Alabama
Alaska
Arizona
Arkansas
California
Colorado
Connecticut
Delaware
District of Columbia

Secretary of state
Public Offices Commission
Secretary of state or county, city, or town clerk
Secretary of state or county clerk
Secretary of state or appropriate local officer
Secretary of state or county clerk
Secretary of state or town clerk
State election commissioner
Director of campaign finance, Board of Elections and
Ethics
Secretary of state or local supervisor of elections
Secretary of state, county probate judges, or town clerks
Campaign Spending Commission or county clerk
Secretary of state
State Board of Elections or county clerk
State Election Board or county election board
Campaign Finance Disclosure Commission
Secretary of state
Registry of Election Finance or county court clerk
The supervisory committee
Commission on Governmental Ethics and Election
Practices
Board at which candidate filed certificate of candidacy
Office of Campaign and Political Finance or local clerk or
election commission
Secretary of state or clerk of candidate’s resident county
State Ethical Practices Board
Secretary of state or county circuit clerk
Secretary of state, county clerk, or local election board
Commissioner of campaign finances and practices or
county clerk
Accountability and Disclosure Commission, election
commissioner, or county clerk
Office where the candidate filed his declaration or
acceptance of candidacy

Florida
Georgia
Hawaii
Idaho
Illinois
Indiana
Iowa
Kansas
Kentucky
Louisiana
Maine
Maryland
Massachusetts
Michigan
Minnesota
Mississippi
Missouri
Montana
Nebraska
Nevada
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New Hampshire
New Jersey
New Mexico
New York
North Carolina
North Dakota
Ohio
Oklahoma
Oregon
Pennsylvania
Puerto Rico
Rhode Island
South Carolina
South Dakota
Tennessee
Texas
Utah
Vermont
Virginia
Washington
West Virginia
Wisconsin
Wyoming

Secretary of state
Election Law Enforcement Commission
Secretary of state or county clerk
State Board of Elections or county board of elections
State Board of Elections or local board of elections
No state reporting requirements at the present time
Secretary of state or county board of elections
State or county election board
Secretary of state, county clerks, or chief city election
officers
Secretary of the commonwealth or county board of
elections
Commonwealth Election Commission
Secretary of state
State Ethics Commission or state senate or house ethics
committee
Secretary of state or county auditor
State librarian and archivist or county election commission
Secretary of state or county clerk
State auditor
Secretary of state
State Board of Elections
Public Disclosure Commission or county auditor
Secretary of state or county clerk
State Election Board or appropriate local officer
Secretary of state or county clerk
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Appendix 2

Compilation of Contribution Provisions of the Campaign Contribution Laws
of the 50 States, the District of Columbia, and Puerto Rico
Labor Union
Contributions

Unidentified
Contributions

ALABAMA
ALASKA
ARIZONA
ARKANSAS
CALIFORNIA
COLORADO

Prohibited
Limited
Prohibited
Limited
Allowed
Allowed

Allowed
Limited
Prohibited
Limited
Allowed
Allowed

Allowed
Prohibited
Allowed
Prohibited
Limited
Allowed

Allowed
Limited
Allowed
Limited
Limited
Limited

Permitted by statute
Allowed
Permitted by statute
Allowed
Allowed
Allowed

CONNECTICUT
DELAWARE
DISTRICT OF
COLUMBIA
FLORIDA
GEORGIA
HAWAII

Prohibited
Limited

Prohibited
Limited

Limited
Prohibited

Limited
Limited

Permitted by statute
Allowed

Limited
Limited
Prohibited
Allowed

Limited
Limited
Allowed
Allowed

Prohibited
Prohibited
Prohibited
Prohibited

Limited
Limited
Allowed
Limited

Allowed
Allowed
Allowed
Allowed

IDAHO
ILLINOIS
INDIANA
IOWA
KANSAS
KENTUCKY

Allowed
Allowed
Limited
Prohibited
Prohibited
Prohibited

Allowed
Allowed
Limited
Allowed
Allowed
Allowed

Prohibited
Prohibited
Prohibited
Prohibited
Prohibited
Prohibited

Allowed
Allowed
Allowed
Allowed
Allowed
Limited

Allowed
Allowed
Allowed
Permitted by statute
Allowed
Allowed

LOUISIANA
Allowed
MAINE
Limited
MARYLAND
Limited
MASSACHUSETTS Prohibited
MICHIGAN
Prohibited
MINNESOTA
Prohibited

Allowed
Limited
Limited
Allowed
Limited
Prohibited

Prohibited
Prohibited
Prohibited
Prohibited
Prohibited
Prohibited

Allowed
Allowed
Limited
Limited
Limited
Allowed

Allowed
Allowed
Allowed
Allowed
Permitted by statute
Allowed

MISSISSIPPI
MISSOURI
MONTANA
NEBRASKA
NEVADA
NEW HAMPSHIRE

Limited
Allowed
Prohibited
Allowed
Allowed
Prohibited

Allowed
Allowed
Allowed
Allowed
Allowed
Prohibited

Allowed
Prohibited
Prohibited
Prohibited
Allowed
Prohibited

Allowed
Limited
Allowed
Limited
Allowed
Allowed

Allowed
Allowed
Permitted by statute
Permitted by statute
Allowed
Allowed

NEW JERSEY
NEW MEXICO
NEW YORK
NORTH CAROLINA
NORTH DAKOTA
OHIO

Prohibited
Allowed
Limited
Prohibited
Prohibited
Prohibited

Allowed
Allowed
Allowed
Prohibited
Allowed
Allowed

Prohibited
Allowed
Prohibited
Prohibited
Prohibited
Allowed

Allowed
Allowed
Limited
Limited
Allowed
Limited

Allowed
Allowed
Allowed
Permitted by statute
Allowed
Allowed

OKLAHOMA
OREGON
PENNSYLVANIA
PUERTO RICO
RHODE ISLAND
SOUTH CAROLINA
SOUTH DAKOTA

Prohibited
Prohibited
Prohibited
Allowed
Allowed
Allowed
Prohibited

Allowed
Allowed
Prohibited
Allowed
Allowed
Allowed
Prohibited

Prohibited
Prohibited
Prohibited
Allowed
Prohibited
Allowed
Allowed

Allowed
Allowed
Limited
Allowed
Allowed
Allowed
Allowed

Allowed
Allowed
Permitted by statute
Allowed
Allowed
Allowed
Allowed

TENNESSEE
TEXAS
UTAH
VERMONT
VIRGINIA
WASHINGTON

Prohibited
Prohibited
Allowed
Allowed
Allowed
Allowed

Allowed
Prohibited
Allowed
Allowed
Allowed
Allowed

Allowed
Prohibited
Allowed
Allowed
Allowed
Prohibited

Allowed
Allowed
Allowed
Limited
Allowed
Allowed

Allowed
Permitted by statute
Allowed
Allowed
Allowed
Allowed

WEST VIRGINIA
WISCONSIN
WYOMING

Prohibited
Prohibited
Prohibited

Limited
Allowed
Prohibited

Prohibited
Limited
Allowed

Limited
Limited
Allowed

Permitted by statute
Permitted by statute
Permitted by statute

State

Source: Federal State Reports, Inc. (1980); with permission.
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Cash
Contributions

Political Action
Committee
Contributions

Corporate
Contributions

Appendix 3

Reference List
This appendix provides a list of reference publications that may be helpful in
designing and operating the accounting, compliance, and financial management
systems of a campaign. Instructions for acquisition are included.
• Campaign Contributions and Lobbying Laws. Falls Church, VA: Martin Ryan
Haley & Associates, Inc., 1980.
This publication synopsizes state and federal campaign laws. It is updated
periodically.
Available from: Federal-State Reports, Inc., 5203 Leesburg Pike, Suite 1201,
Falls Church, VA 22041. Price: $150 per year.
• Campaign Finance: An Analysis of State and Federal Election Campaign
Laws. Washington, DC: Chamber of Commerce of the United States, 1976.
This publication analyses federal and state campaign laws. Periodic updates
are provided.
Available from: Public Affairs Department, Chamber of Commerce of the United
States, 1615 H St., N.W., Washington, DC 20062. Price: $135 for reference
manual and supplements.
• Campaign Practices Reports. Washington, DC: Plus Publications, Inc.
This biweekly newsletter is devoted to campaign practices and financing at the
federal and state level, including coverage of legislation, judicial decisions, tax
rulings, and organizational activities.
Available from: Plus Publications, Inc., 2814 Pennsylvania Ave., N.W.,
Washington, DC 20007. Price: $132 per year.
• Campaigns & Elections. Washington, DC: Campaigns and Elections.
Published quarterly, it is a review of campaign and election strategies, tactics,
and management. It is designed to help candidates, campaign managers, and
others involved in the political process to learn how to run for public office, at all
levels, and win.
Available from: Campaigns & Elections, 1067 National Press Building,
Washington, DC 20045. Price: $24 per year.
• Compliance With Federal Election Campaign Requirements: A Guide for
Candidates. 3d ed. New York: AICPA, 1980.
An AICPA task force has prepared this publication to guide candidates for
federal office, and the CPAs who may be working with them, through the
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requirements of primary and general elections. It is current and up to date,
reflecting the Federal Election Campaign Act Amendments of 1979. The book
advises candidates and campaign committees on how to comply with federal
election campaign laws; offers suggestions for disclosure of personal financial
information by candidates and officeholders; and discusses the tax
considerations for political organizations, candidates, officeholders, and
contributors. The appendix includes the codified federal election laws. Although
it is directed to federal office seekers, many features of the guide are applicable
to state and local candidates.
Available from: Order Department, American Institute of CPAs, 1211 Avenue of
the Americas, New York, NY 10036. Price: $18 ($14.40 to AICPA members).
• Election Case Law: An Analysis of Recent Supreme Court, Federal Court and
State Court Decisions. Washington, DC: American Law Division of the
Congressional Research Service, Library of Congress.
This quarterly publication reports and summarizes all recent state and federal
litigation relating to election matters. The series is cumulative throughout the
calendar year.
Available from: Sales Desk, National Technical Information Service, Department
of Commerce, 5285 Port Royal Road, Springfield, VA 22161. Report no.
NTISUB/E/235-03. Price: $7.50 per quarter.
• Election Law Updates. Washington, DC: American Law Division of the
Congressional Research Service, Library of Congress.
This quarterly publication summarizes recent state and federal legislation
affecting election laws.
Available from: Sales Desk, National Technical Information Service, Department
of Commerce, 5285 Port Royal Road, Springfield, VA 22161. Report no.
NTISUB/E/234-03. Price: $7.50 per quarter.
• PAC Handbook; A Guide for the Development of the CPA/PAC. New York:
State Legislation Committee, AICPA, 1977.
This publication provides information on forming a political action committee
(PAC).
Available from: Order Department, American Institute of CPAs, 1211 Avenue of
the Americas, New York, NY 10036.
• Sollenberger, Harold M. “ Financial Planning and Control for Political
Campaigns.” Management Accounting (June 1976): 31-37.
This article includes information on campaign budgeting, accounting system
procedures and internal controls, suggested management reports, and the
unique characteristics of the campaign environment.
Reprints available from: Special Order Department, National Association of
Accountants, 919 Third Avenue, New York, NY 10026.

Information on Federal Election Campaigns
Significant changes have recently been made in the laws governing federal
election campaigns. Many of these changes resulted from the passage of the
51

Federal Election Campaign Act of 1971 and the Federal Election Campaign Act
Amendments of 1974, 1976, and 1979. The amending legislation established new
requirements concerning the limitations on, and accounting and reporting of,
contributions and expenditures; it also established the Federal Election
Commission. The commission is responsible for implementing and administering
federal election laws and monitoring activities.
In corresponding with the Federal Election Commission on such matters as
• Advisory opinions
• Advisory opinion requests
• Regulations
• Guidelines
• Notices and publications
Write to this address:
Federal Election Commission
1325 K St., N.W.
Washington, DC 20463
Or call, toll free, (800) 424-9530
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